MfllS  DOCUMENTS 


an  equal 
opportunity 
employer. 


i  uiwitrirT 

1 0 II  I 

?T129  00283  1378 


1351.131 
JOBS 
c .  3 


SOCIAL  WORKER  I 


ACCOUNTING  AND  FISCAL 
ADMINISTRATION  CAREER  TRAINEE 


Requirements:  A  Bachelor's  degree,  20  semester  or  30 
quarter  hours  in  accounting  or  a  Bachelor's  degree  in  busi¬ 
ness  administration,  economics,  finance,  or  mathematics 
plus  1 2  semester  or  1  7  quarter  hours  in  accounting. 

Examination:  A  rating  of  type  of  academic  training. 
(Fully  complete  and  submit  application  for  evaluation.) 

Promotional  Opportunities  upon  successful  completion 
of  the  trainee  programs  include:  ACCOUNTANTS,  EX¬ 
AMINERS  of  banks,  financial  institutions,  insurance  com¬ 
panies,  and  savings  and  loans,  INVESTIGATORS,  TAX 
SPECIALISTS  or  other  related  professional  or  technical 
positions. 

Departments,  agencies,  boards  and  commissions  having 
approved  training  programs  are:  Administrative  Services, 
Agriculture,  Banks  and  Trusts,  Conservation,  Environ¬ 
mental  Protection  Agency,  Financial  Institutions,  Labor, 
Law  Enforcement,  Insurance,  Local  Government  Affairs, 
Mental  Health  &  Developmental  Disabilities,  Personnel, 
Public  Aid,  Public  Health,  Revenue,  Savings  &  Loans, 
State  Board  of  Investments,  and  Transportation. 


SOCIAL  SERVICES  CAREER  TRAINEE 


Requirements:  A  Bachelor's  degree  in  one  of  the  majors 
listed  below  or  a  combination  of  20  semester  or  30  quar¬ 
ter  hours  coursework  in  the  following  subjects: 


Afro-American  Studies 
Anthropology 
Child  Development 
Criminal  Justice 
Education 

Guidance  &  Counseling 
History 

Labor  Relations 


Law  Enforcement 

Personnel  Administration 

Political  Science 

Psychology 

Social  Work 

Sociology 

Urban  Studies 


Examination:  A  rating  of  type  of  academic  training. 
(Fully  complete  and  submit  application  for  evaluation.) 


Promotional  Opportunities  upon  successful  completion  of 
the  trainee  program  include:  Activity  Therapist,  Correc¬ 
tional  Counselor,  Correctional  Sociologist,  Day  Care  Li¬ 
censing  Representative,  Disability  Claims  Examiner,  Re¬ 
habilitation  Counselor,  Social  Worker,  Volunteer  Services 
Coordinator,  or  other  assignments  within  the  social  ser¬ 
vices  area. 


Departments,  agencies,  boards  or  commissions  having 
approved  training  programs  are:  Aging,  Children  and 
Family  Services,  Corrections,  Dangerous  Drugs,  Gover¬ 
nor's  Office  of  Manpower,  Historical  Library,  Law  En¬ 
forcement,  Mental  Health  and  Developmental  Disabilities, 
Public  Aid  and  Rehabilitation  Services. 


Minimum  Requirements:  Possession  of  a  Bachelor's  de¬ 
gree,  plus  one  year  of  graduate  education  in  an  accredited 
school  of  social  work.  Any  of  the  following  may  be  sub¬ 
stituted  for  the  year  of  graduate  social  work  education: 
1)  one  year  of  related  experience  in  a  social  agency;  2) 
one  year  of  elementary  or  secondary  teaching  experience; 
or  3)  a  Bachelor's  degree  from  a  college  with  an  under¬ 
graduate  social  work  program  approved  by  the  Council  on 
Social  Work  Education.  Approved  programs  usually  re¬ 
quire  24  to  36  semester  hours  in  the  social  work  program 
including  the  credit  for  300  clock  hours  of  field  place¬ 
ment.  The  college  transcript  should  indicate  that  the  stu¬ 
dent  has  successfully  completed  the  social  work  program. 
This  transcript  will  be  required  at  time  of  appointment. 
When  applying  for  the  examination,  the  candidate  must 
list  this  information  on  the  application. 

Departments:  Children  and  Family  Services  (Option  1); 
Mental  Health  and  Developmental  Disabilities  (Option  3); 
Corrections  (Option  4). 


MENTAL  HEALTH  SPECIALIST  TRAINEE 

Requirements:  Completion  of  4  years  of  college  prefer¬ 
ably  with  courses  in  the  behavioral  sciences. 

General  Duties:  Receives  instruction  in  the  application  of 
various  therapeutic  methods  and  techniques  to  the  analy¬ 
sis  of  patient  needs  and  the  implementation  of  appropri¬ 
ate  treatment  and  development  programs  for  the  rehabili¬ 
tation  of  mentally  ill  or  mentally  retarded;  attends  formal 
classes  and  receives  training  in  the  areas  of  the  causes, 
nature,  and  treatment  of  mental  illness  or  mental  retarda¬ 
tion;  participates  as  a  member  of  a  patient  treatment  team. 

Department:  Mental  Health  and  Developmental  Disabili¬ 
ties  offers  this  trainee  the  opportunity  for  professional 
development  and  growth  through  its  mental  health  gener¬ 
alist  series. 


REVENUE  COLLECTION  OFFICER  I 


Requirements:  Completion  of  4  years  college  with  course- 
work  in  accounting,  business  administration,  or  business 
law,  or  any  equivalent  combination  of  training  and  experi¬ 
ence. 

Examination:  A  rating  of  training  and  experience.  (Fully 
complete  and  submit  application  for  evaluation.) 

General  Duties:  Performs  beginning  level  tax  compliance 
and  collection  activities  or  taxpayer  assistance  functions 
in  a  designated  geographic  area  or  central  office  location 
in  the  Department  of  Revenue;  receives  classroom  and  on- 
the-job  training  pertinent  to  the  collection  and  compli¬ 
ance  programs. 

Department:  Revenue. 
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GOVERNMENT 


LIFE  SCIENCES  CAREER  TRAINEE 

Requirements:  Bachelor's  degree  in  one  of  the  majors 
listed  below  or  a  combination  of  20  semester  or  30  quar¬ 
ter  hours  coursework  in  the  following  areas: 


Agriculture 

Agronomy 

Bacteriology 

Biology 

Botany 

Chemistry 

Conservation 

Earth  Science 


Environmental  Science 
Fish  Management 
Forestry 

Game  Management 
Microbiology 
Park  Management 
Zoology 


Examination:  A  rating  of  type  of  academic  training. 
(Fully  complete  and  submit  application  for  evaluation.) 


Promotional  opportunities  upon  successful  completion  of 
the  trainee  program  include:  Chemist,  Conservation  Man¬ 
ager,  Environmental  Health  Sanitarian,  Microbiologist  or 
other  science  related  positions. 


Departments,  agencies,  boards  and  commissions  having 
approved  training  programs  are:  Agriculture,  Conserva¬ 
tion,  Environmental  Protection  Agency,  Mines  and  Min¬ 
erals,  and  Public  Health. 


Although  the  CAREER  TRAINEE  PROGRAMS  encom¬ 
pass  four  specific  areas,  there  are  other  professional  career 
entry  positions  or  fields  which  may  be  of  interest  to  indi¬ 
viduals: 


COMPUTER  SCIENCE  CAREERS 


Opportunities:  Individuals  may  find  challenging,  reward¬ 
ing,  and  growing  careers  within  Illinois  State  Government 
as  Programmers,  Data  Processing  (Systems)  Analysts, 
Computer  Systems  Software  Specialists,  Information  Sys¬ 
tems  Executives. 

Utilization:  Nearly  60  agencies  participate  in  the  State's 
centralized  computer  operations.  The  size  of  each  agency's 
data  processing  function  is  normally  directly  proportion¬ 
ate  to  the  services  it  provides. 

Requirements:  A  Bachelor's  degree  in  computer  science  is 
desirable  and  allows  recommendation  of  several  different 
qualifying  examinations  in  this  series.  Individuals  with  as 
little  as  6  semester  or  9  quarter  hours  in  programming 
coursework— not  just  computer  science  courses— may 
qualify  for  Programmer  I.  A  greater  number  of  hours  or  a 
degree  in  computer  science  will  allow  a  person  to  apply 
for  higher  level  positions  or  for  positions  in  Systems 
Analysis  or  other  related  functions. 


GOVERNMENTAL  CAREER  TRAINEE 

Requirements:  Will  accept  any  major  at  the  Bachelor's 
level. 

Promotional  Opportunities  upon  successful  completion  of 
the  trainee  program  include  Administrative  Assistant, 
Buyer,  Methods  and  Procedures  Advisor,  Personnel  An¬ 
alyst,  Personnel  Officer,  Public  Information  Officer,  Re¬ 
search  Analyst,  or  other  administrative,  management,  re¬ 
search,  supervisory  or  technical  assignments. 

Departments,  agencies,  boards  and  commissions  having 
approved  training  programs  are:  Administrative  Services, 
Agriculture,  Banks  and  Trusts,  Children  and  Family  Ser¬ 
vices,  Conservation,  Financial  Institutions,  Human  Re¬ 
sources  Commission,  Industrial  Commission,  Insurance, 
Law  Enforcement,  Local  Government  Affairs,  Mental 
Health  and  Developmental  Disabilities,  Personnel,  Public 
Aid,  Public  Health,  Revenue,  Transportation  and  Rehabil¬ 
itation  Services. 


ENGINEERING 

Requirements:  ENVIRONMENTAL  CONTROL  ENGIN¬ 
EER  I:  Bachelor's  in  engineering  with  sanitary,  environ¬ 
mental  of  public  health  engineering  majors  preferred. 
ENVIRONMENTAL  PROTECTION  ENGINEER  I:  A 
Bachelor's  degree  in  one  of  the  following  engineering 
fields:  environmental,  civil,  chemical,  mechanical,  public 
health,  general,  accoustical,  aeronautical,  or  industrial. 

Opportunities:  The  Environmental  Control  Engineer 
working  in  the  Department  of  Public  Health  performs 
duties  of  a  professional  sanitary  engineering  nature  for 
the  promotion  of  public  health.  The  Environmental  Pro¬ 
tection  Engineer  is  assigned  to  the  Environmental  Protec¬ 
tion  Agency  and  may  function  in  one  of  the  following 
areas:  Public  Water  Supplies  and  Water  Pollution  Control, 
Air  Pollution  Control,  Land  Pollution  Control,  Noise  Pol¬ 
lution  Control,  Air  Pollution  Episode  Control  or  Ambient 
Air  Monitoring.  Both  positions  offerchallenge  and  growth. 
Individuals  with  experience  and/or  advanced  degree  may 
qualify  for  higher  level  positions  in  each  job  series. 


CAREER  COUNSELING  AND 
INFORMATION  SERVICES 


Counseling: 

Individuals  desiring  career  counseling  or  information 
about  employment  opportunities  within  Illinois  State 
Government  should  take  advantage  of  the  counseling 
services  provided  by  our  Chicago  and  Springfield  offices 
before  participating  in  competitive  examinations  for  merit 
positions.  Counselors  are  available  at  these  localities  Mon¬ 
day  through  Friday.  Applicants  will  be  scheduled  for 
counseling  sessions  on  a  first-come  first-served  basis.  Em¬ 
ployment  possibilities  through  State  Merit  Examinations 
will  be  discussed  and  recommendations  will  be  made  for 
positions  matching  each  individual's  training  and  experi¬ 
ence. 


Selection  of  Titles: 

If  you  have  been  in  contact  with  an  Examination  Coun¬ 
selor,  supplementary  examination  announcements  have 
been  given  to  you  for  your  review  and  consideration.  You 
are  encouraged  to  select  the  titles  for  which  you  are  most 
qualified  before  taking  the  competitive  examination. 

You  must  complete  an  Employment  Application  for  each 
title  and  each  option  you  select  for  participation  in  the 
required  competitive  examination.  Examinations  may  be 
taken  at  our  major  test  centers  at  the  following  locations: 


CHICAGO 

Department  of  Personnel 
Room  327 

State  of  Illinois  Bldg. 

160  N.  LaSalle  Street 
Chicago,  Illinois  60601 


SPRINGFIELD 
Department  of  Personnel 
Room  500 

Wm.  G.  Stratton  Bldg. 

401  S.  Spring  Street 
Springfield,  Illinois  62706 


As  your  locality  preference,  it  is  recommended  that  you 
select  from  among  the  counties  in  which  the  position  is 
actually  established,  but,  you  may  usually  select  any 
county  in  the  State.  Regardless  of  whether  a  position  is 
established  in  a  county  of  your  choice,  your  name  is  re¬ 
moved  from  that  particular  eligible  list  when  your  eligi¬ 
bility  expires. 

You  may  select  one,  two,  or  three  counties,  etc.,  as  your 
locality  preference.  Employment  referrals  will  be  made 
only  to  those  counties  which  you  have  selected.  Should 
you  fail  to  select  any  county,  your  name  will  be  placed 
on  the  eligible  list  for  your  county  of  residence,  regardless 
of  whether  a  position  is  established  in  that  county. 

If  you  are  willing  to  work  in  ANY  county,  you  may 
choose  Statewide.  HOWEVER,  candidates  selecting 
Statewide  preference  will  be  referred  and  considered  for 
employment  opportunities  only  after  the  eligible  list  has 
been  depleted  of  those  who  have  selected  that  specific 

county. 


TRANSCRIPTS  AND  VETERAN  PAPERS  ARE  NOT  TO 
BE  SUBMITTED  AT  THE  TIME  OF  TEST.  Verification 
of  this  information  on  the  completed  application,  how¬ 
ever,  must  be  submitted  at  the  time  of  appointment  to  a 
position.  If  not  submitted,  you  may  be  terminated  from 
any  employment  received  as  a  result  of  this  examination. 
Alternate  civilian  work  in  lieu  of  actual  military  service  is 
not  acceptable. 

Certificates  -  Licenses:  Candidates  for  positions  which  re¬ 
quire  possession  of  a  license  (such  as  Nurses  or  Physi¬ 
cians)  should  be  certain  to  list  their  registration  number 
on  the  application.  This  information  will  be  subject  to 
verification  at  time  of  appointment.  Candidates  for  posi¬ 
tions  which  require  Illinois  teaching  certificates  should 
submit  copies  of  certificates  with  their  applications. 

Volunteer  Experience:  Related  volunteer  experience  for 
which  no  salary  was  received  will  be  given  the  same  credit 
as  equivalent  paid  experience.  Please  list  the  actual  num¬ 
ber  of  hours  worked  per  week  or  month,  and  describe 
fully  the  duties  performed  so  appropriate  credit  can  be 
given. 

Non-Disabled  Veterans  who  served  in  the  military  or  naval 
services  of  the  United  States  during  any  time  between 
April  6,  1917  and  November  11,  1918;  between  Decem¬ 
ber  7,  1941  and  December  31,  1946;  between  June  27, 
1950  and  December  31,  1976;  or  persons  who,  while  citi¬ 
zens  of  the  United  States,  were  members  of  the  armed 
forces  of  allies  of  the  United  States,  in  time  of  hostilities 
with  a  foreign  country,  are  entitled  to  five  percentage 
points  added  to  their  final  average. 

Disabled  Veterans  receiving  compensation  for  a  war- 
service-connected  disability  at  the  time  of  examination 
are  eligible  for  ten  percentage  points  preference.  If  you 
claim  disability  preference,  you  must  complete  a  Re¬ 
lease  of  Information  from  the  Veterans  Administration 
form.  Check  with  the  monitor  to  obtain  this  form. 

Veterans  will  be  called  for  an  interview  when  their  names 
appear  on  an  employment  referral  list  of  the  highest  cate¬ 
gory  rating.  If  a  veteran  is  not  selected  following  referral, 
he  may  upon  written  request  to  the  employing  agency  be 
furnished  with  the  reason(s)  for  his  non-appointment. 

Spouse/Parent  Veterans  Preference:  If  a  veteran  suffered 
a  war-service-connected  death  or  has  100%  war-service- 
connected  disability  that  prevents  his  employment,  his 
spouse,  parent  (if  veteran  unmarried),  or  unremarried  sur¬ 
viving  spouse  may  qualify  for  ten  percentage  points.  If 
you  did  not  claim  this  preference  for  examinations  taken 
after  January  1,  1980  and  feel  you  qualify,  write  to  the 
Department  of  Personnel  for  the  Information/Question¬ 
naire  Sheet  (form  DP-255)  which  provides  further  infor¬ 
mation  about  this  procedure. 
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To  receive  veterans  preference,  a  candidate  must  first  re¬ 
ceive  a  qualifying  grade  on  the  examination.  Spouses,  sur¬ 
viving  spouses,  parents  or  children  of  veterans  are  not  eli¬ 
gible,  except  as  noted  below. 


POST-EXAMINATION  PROCEDURE 

Examination  Results  —  You  will  be  sent  a  grade  notice  by 
mail  when  processing  is  completed.  All  positions  have  eli¬ 
gibility  categories  as  follows:  A  (Well  Qualified),  B  (Qual- 
fied)  or  C  (Minimally  Qualified). 

How  Candidates  are  Selected  for  Employment  —  If  you 
passed  the  examination  and  have  indicated  that  you 
would  be  available  for  employment,  your  name  has  been 
placed  on  the  eligible  list  for  that  title  in  grade  order  and 
by  county  of  preference.  When  a  vacancy  occurs,  the 
names  of  eligibles  are  referred  to  the  hiring  agency,  who 
may  contact  these  individuals  for  an  employment  inter¬ 
view  and  may  select  the  one  whom  they  wish  to  employ 
from  among  the  available  eligibles  with  the  highest  cate¬ 
gory  rating.  All  "A"  category  ratings  are  referred  first. 
The  names  of  the  other  eligibles  are  returned  to  the  list 
for  subsequent  referral.  If  an  eligible  does  not  reply  to  an 
interview  on  a  referral  or  if  he  waives  t\A/o  employment 

offers,  his  name  will  be  removed  from  the  eligible  list. 


PASSING  AN  EXAMINATION  DOES  NOT 
NECESSARILY  GUARANTEE  AN  APPOINTMENT 
TO  A  POSITION. 

The  State  of  Illinois  hires  a  variety  of  skilled  persons  into 
many  types  of  positions. 

Beginning  salaries  are  in  excess  of  $1,000  monthly.  Posi¬ 
tions  are  located  throughout  the  State  and  are  usually  ob¬ 
tained  by  participation  in  merit  examinations  and/or 
evaluations. 

Trained  counselors  are  available  to  help  you  decide  which 
exams  are  appropriate  for  you. 


Illinois  is  an  Equal  Opportunity  Employer 


